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[bookmark: _GoBack]At the end of the last submission I stated that the next area of my emails I was going to consider was the organisation of my sent emails. Due to my workload ramping up and a period of annual leave I have not had the opportunity to get to this yet, hopefully I will be able to get to this during the next period of the journal.
As I stated above, I had a few days of annual leave during the last period between submissions. Before leaving the office, I ensured that all my emails had been dealt with and filed therefore my inbox was clutter free ready to go on holiday.
When any of us have time off in the office it is up to our co-workers to check each other’s emails and make sure that nothing important is missed and to deal with any emails that are urgent during their time off. As this is the case having an organised inbox benefitted my co-workers hugely. When they did check the emails that I had received they knew for sure that it was something that I had not dealt with or seen previously as they were the only emails in the inbox. The saved them time as they did not have to scroll down to see what dates and times they had been received and work out if they were received before or after I had left the office.
Another benefit I noticed was upon my return to the office. Usually when returning I would also have to work out which emails I had dealt with before leaving and which emails I needed to deal with. This saved me a huge amount of time and helped me get back on track with tendering much more quickly than previously. It also allowed me to catch up on everything that I had missed when I was away quicker. 
As I have mentioned on previous submissions I used to be guilty of missing emails that I had received or had failed to respond to them and going on annual leave would often make this problem worse as I would not deal with the bulk of new emails very well upon my return to the office. This time I have not had that problem as it was much easier to work through the emails and when they had been dealt with, they were filed appropriately. 
During this time, I have learnt that it is important not to be to eager to file away emails quickly to ensure that the inbox is empty as this could have an adverse impact on what I am trying to achieve by ensuring that all emails are dealt with appropriately. As I have been so busy during the last period there have been times where emails have built up in the inbox. But, when I have had spare time it has made it easier to go through them and ensure that the appropriate actions have been taken to each and every one of them ensuring that I maintain a high performance within my role as an Estimator.
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